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POSITION DESCRIPTION
ENVIRONMENTAL FROTECTION SPECIALIST, GS-0025-12
ENVIRONMENTAL JUSTICE COORDINATOR

Incumbent serves as an Enviropmental Justiee Ceaordinator in the Ecosystemn and Community Health
Unit within the Office of Ecosystems, Tribal and Public Allairs, Region 10, The incumbent's
responsibilities include EJ program planning and development, especially with regard to EJ reglonal
iniegration; EJ policy and technical analysis; provision of EJ training and technical assistance: and
outreach, coordination, and liaison work with regzlona) offices, Headguarters, state, tribal and Tocal
povemments and external stakeholders. Incumbent will serve a3 project officer for EJ small grants,

DUTY MENT:

" The Environmental Justice Program is a high priority for the Agency, which crosssuts media boundaries

nd fnvolves extensive o in and ouside the Regional Office. The EJ Program is
responaitle for & vanety of functons, including: Tmplementing goals ve¢ consistent with the
President’s Executive Order 12898 and other directives and guidance such as EPA Administrazor
guidance; | ion of environmental justice into EPA regional programs: coordinating with states and
tribes 1ssues of environmental justice, including Er.fs;r_nggm%ﬁmu managing EJ Small
!jml. Condic Al mppwinniliy I"-'.TFM| 10 1o muljud:uﬁfj'ies mﬁ:mﬁm jl.l-ﬂh# pafls]
straicgies to address them; monitering and tracking national and state crivironmental jusire leg slation;
and developing models for effective environmental justice approaches.

SPECIFIC MAJOR DUTIES:

1, Frogram Development: Serves as a technical specialist for the organization in the application
of advanced theories, concepts, principles and processes related to environmental justice.
Drevelops programs andfor models of environmental justice analysis and implementation that may
require support from Headquarters, other federal agencles, state agencies, tribal governments and
community groups. Facilitates implementation of projects in consultation with regional Office
Directors and staff that will support Nation | Program Manager's (NFM) prioritics, strategies.
and performance measures targeted to improve the public bealth and environment of vulperablz
populations, particularly minerity, low-Encome, tribal and disadvantaged populations. Works to
develop and implement plans to Ixtegrate eavironmeatal justcs irto EPA cegional programs
through provision of outreach, technical assistance, training to regional offices and programs (o
Increase awareness of enviroamental justice and improve tnderstanding on how to integrate EJ
considerations in programs, policies, and activities, Coordinates and facilitates regional
workgroups dedicated to multi-media coardination and EJ integration and works to promoto
sharing of environmental justice activitles, sucoesses and challcnges across the region.

2 Policy Analysis & Development: Uses maiytical methods and techniques in researching and
examining a wide range of scientific, engineering, legal, environmenta) protection, environmenzal
management or related administrative support issues and functions, As a resuit of these analyses,
makes reeommendations to managers to resolve problems, to propose approaches, or (o ke some
other course of action, which promotes accomplishments of program objeétives. Provides
technical and policy guidance on environmental justice to regional offices. ¢.g. in the areas of
review on environmental impact statements, screening for potential environmental justice areas of
concerm, of in the conduct of an EF analysis. Formnlates and administers procedures, plans and
policics designed to meet program objectives or meets with policy-rakers and assists them in
formulating policy in sensitive and difficult areas. Coordinates with apency oflices, other federal




agencies, stale agencies, tribal povernments and community groups in order to study and
cvaluate aliernative measures and program eptions. Coordinates developroent of special projects
to cvaluate options ar impacts of possible policy directions and develops schedules for evaluation
of policy options. Prepares briefings and written material designed to foster the support and
uncerstanding by Environmental Justice' stakeholders of the Agency's environmental
recommendations, policy or decisions affecting them.

Dutreach/ Representational Duties: Identifies communication needs and develops
informationel materfals, including web-based, that inform appropefate organizations of the
ageacy's policies, programs, services and activities. Plans, coordinates and evaliates the
effectiveness of both information and commnlcation prograrms In furthering agency goals;
advises agency management on policy formulation and the potential public reaction to proposad
policies; andfor serves 25 an agency lislson or focal pefnt with various governmental entities,
academic commanities or local and private arganizations, Develops innovative outreach methods
that are appropriate for the various diverse communities of EPA Region 10, Represents the
Apency at public meetings, sympesiums and confercnces,

Grapts Project Officer: Serves as a project afficer and/or technical mondtor for grants and
cobperative agreements with state, tribal and Jocal recipientt. Monitors activities under fundsd
projects (o ensore limely completion of objectives. Ensures al] project officer duties are
implemnented effectively and on time, Works to shire successful work (“success stories™) of
grantce with the region, Headquarters and with external stakeholdess.

Planning: Devises plans and procedures for accomplishing erganizational goals and objectives.
Proposes sirategies and specific courses of action, which appear most promising for achioving
identifizd goals and objectives. Evaluates futore wrends and identifies resources whizh will be -
necessary for future program accomplishments. Jdentifies and evaluaies prospective problem
arcas and proposes solutions and alternatives for circumventing or surmounting such problems,
Identifies and specifies requirernents for progress reporting, key evaluation points, milestones,
intermallexiernz] coordination, edministrative support and technical support.

Works Io coordinate with the Office of Environmental Justice (OET), especially with regard to
aational ¢fforts to integrate environmental justice into the NFM's programs. Monitors and
decuments progress in the conduct of regional integration projects end EJ Executive Management
Council (EMC) priocity projects and provides regular updates and repocts 1o headgquarters OF]
stalf, following communication protocols sct by the EJ Program Manager.

Envireamental Protection/Oversight; Provides advice and assistance, and coordinates with,
tribal, state and local governments on matters relating to the development, execution and
menitoring of adequate environmental protection plans and programs. Reviews, analyzes and
recommends modifications of plans developed by states and tribes 1o implement various
provisions of federal environmental standards; develops and analyzes data and prepares reports
relating to the responsivencss of implementation plans for state and trikal envircamental
protection programs. Develops andfor analyzes proposals for new or revised environmental
protection regulations and determines thelr impact on air, water andfor land resources.

Other Duties as Assigned: Performs other dutics as assigned by managemest.




FACTOR I - KNOWLEDGE REQUIRED BY THE POSITION - Level 1-7 1250 Peiats

Knuwl:dge of Edgviron u i iplementatic
sufficient to analyze and measure the effectivenass, efficiency, and productivity program operations;
resolve complex administrative problems; and or perform & wide variety of amalytical studies and projects
related to management improvement, productivity improvement, management controls, end joag-range
planning. Assignments include: developing guidance on techaiques for management and methods
improvement; amalyzing and advising on propased rearganizations or realignment'of functions; and
developing manuals and directives covering the administrative aspects of operations,

KSOWLEDGE, SKILLS AND ABILITIES REQUIRED:

Knowledge of a wide range of concepts, principles, and practices n a professional or administrative
occupation, such as would be galaed through extended graduate study or experience, and skill tn applying
this knowladge to difficult and complex work assignments.

*  Expen level of understanding related to the peinciples, practices and theocies of EJ o serve as tn
autharlty in Identifying, defining and resolving critical problems in the specialty area and
&pplying ncw developments in making decisions and recommendations which significantly
change, interpret or develop important public programs.

+ Expen level of enderstanding of EJ policy, tools, and guidance to effectively evaluate
new/eaisting programs and lssuees and provide recommendations as to their application in the
region, as well a8 to recommend and develop new EJ programs, policy, toals, models or guidance.

* Knowledpe of Environmental Justice principles and environmental media/programs (air, water,
clean-up) to provide advice and assistance to state, tribal and Jocal governments on matters
relating to the development, execation and monitoring of adequate environmental protection
plans and pregrams and the developmen: and roview of related grant propasals.

* Knowledge and skill to evaluate and develop the effectivencss of both information and
communication programs in furthering Agency goals; advises Agency mahagement on policy
formulation and potenzial public reaction to proposed Environmental Justice policies.

*  Knowledge, skills and ability to communicate effectively, 1o negotiate differences with goal of
idzntifying and satisfying interests of all partiss, and to faciliate development of constructive
relationships by identifying and articulating issuss in timely ways and by consistently following
through an eommitmants.

*  Skills to serve in a liaison role including the ability to work collaboratively with extemal
customers and inlerma) team members (o accomplish organizational goals through preparing
documents, planning meetings, and other activities.

»  Expert lovel of cross-cultura] expertise In working with diverse communities, 59 as to effectively
facilitate and or/participate in diverse workgroups and to effectively represent the Agency and
relay Its goals. "

*  Ability o prepare and communicate detailed technical, policy and procedural information to beth
professional aodiences and the lay public, in a cross coltum] environment, and to synthesiza and
communicate stakeholder concerns,




* - Expert facilitation skills with an emphasis on consensus buflding ability 1o develop and
implement problem-solving strategics with diverse groups.

*  Skill m effective written and oral communication to clearly, tactfully, and effectively
communicate conflicting positions and potential solutions, particularly with respect to potentially
difficult and sensitive issues with various stakeholder grovps.

= Ability 10 speak in public and represent the agency, including ability to prepare speeches, bricfing
papers, and talking points, related to envirenmental or publiz policy programs.

= High degree of independence and initiative to manage and plan complex activities and programs
and carry them through to completion, while meeting deadlines, as well as an ability work as a
member of a leam.

«  Ability to monitor and manage grants and cooperative agreements.

FACTOR 1 - SUPERVISORY CONTROLS - Leve] 2.4, 450 Points

The supervigor outlines overall objectives aad avatlable resowrcer. Within a framework of pricrities, funding and
ovexall project objectives (e, eost reduction, loproved effectivencss and efficiency, better workload digribution,
of implementstion of new work methods), the emplayee end supervisor develop a memally socepeable project plan
which l‘}lj!.l:l.'i}' inclodes entification of the woek to be doce, the scope of the project, and deadlines for [t
commpletion. The employee is responsible for planning and erganizing the study, estimating costs, coordinating with
staff and line mainagerrent persoanel, and condocting all phases of the project. :

The employee informs the supervisor of potentially controversial firdings, isvues, or problemawith widespread
impact Completed projects, evaluations, reports, of meommendations are reviewed by the supervisor for
compatibility with erganizational goals, guidelines, wrd effectiveness In achieving intended ofectives,

FACTOR }- GUIDELINES - Level 34, 450 Folots

The emplayee wses puidetines and precedents that are very general reperding agency pelicy statements and
chjectives. Guidelines consist of genera] administrative policles aod manapement and organizational theories which
require contiderable sdapeation andfor icterpresation for application to fisoes and problems studied. Administrative
puddelines umally cover program goals end objectives, such 23 agency controls on size of work force, productivity
targets, and similer objectives, Within the context of boad regulstory guidelines the employes may refine or
develop more specific guidelines such as mplementing regulations of methods for the mrasgement and
impeovement of effectivencss and productivity in the sdministration of operating poograms.

FACTOR 4 « COMPLEXITY = Level 4.5, 325 Points

The werk invelver gathering Information, identifying and analyzing Hives, and developing recommendations b
resalve substantive problems of effectivensas and efficizncy of work operations In & program of progrem suppart
seiting. Work at this level requires the application of gualifative mod quantitative arslytieal techaleies thal
frequently requine modification to fit a wider range of varfables. Asyignrments typically invelve the study of
organirationy, wock processes, or fimctions that are infereelated. The woek requires detailed plaoning o conduct
information gathering; interpretation of administrative reconds and reports; correlation of information b comoboste
facty; and coordination with manapement represeniatives,

FACTOR 5 - SCOPE AND EFFECT - Level 5-5, 325 Paints

The purposz of the work Is 1o axvess the productivity, effectivensis, acd efficiescy of program eperations or o
enalyze and resolve problems [nthe effectivencss and efficlency of sdministrative support and staff activitizs. Waork
tvolves the evabustion of program effectiveness vsoally focases on the elivery of program services of the operating




kevel. Advises en changes (o program sdminlstration in order to redoce or eliminate functional overlap among the
apeucy's substzntive programs. Work contribudes to the optimem organiration and distribution of functioas,
organizational struense and staffing of ectivities, Werk affects the phing, poals, and effectiveness of missions and
peograms &l these varioos echelooy and or Jocations,

FACTOR & - FERSONAL CONTACTS - Level §-3, £0 Polnts

Coatacts include persons outside the agency which may include consultants, conractors. of other program o/iclals
io & moderately unstructured setting and or occur on an ed-boc basis. Their chjectives are Iikely to differ from
Program requitements and there may be clements of aa adversarial relasionship of odher obstacles o oversome. This
requires greater inftistive and persistence in malatsining pood working relationekizg,

FACTOR 7 - FURPOSE OF CONTACTS = Lovel 7-3, 120 Poinks

The purposcs of contacts ire to influence program maragers or gther offlcials tn accept and implernent fodiags and
recommendations on organirzional improvement or program effectiveness. The employos may encesnier resisianees
due o such issues as organizational conflict, competing obfectives, or resource problema.

FACTOR 8 - FHYSICAL DEMANDS - Level 8.1, 5 Points

The work is primarily sedentary, altbough walking, beading. or liftlng may be required durkng field work.
FACTOR % - WORK ENVIRGNMENT = Level 9.1, § Foints

Work is eaerally pesformed in an office setting al bough same field visits may be necessary.

Total Points = 2,990, G5-12 (G5-12=2755-3150)
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Extramural Resources hiénaQEment Duties Checklist

This chechlist must be wred with afl £ 1o identify the pereentage of time on emplovee iz enpaged it ditles relared o manoging

-, fontrecls, granis, cooperative agreenents, and inferagency agreencnit For paritions requiring performance of these duties for 27%
; ware of the emplayees tlme, in oddition o this checklist, such duties smast also be described in the body (major duties area) of the
D,

~| Employee Information Percenlage of Time Spont on Extramural Resources
H Managemant
Nama | Siohs, Sherd M. This pasition has no extramural resoUTces
-  management responsibiiios.
Position Number | OD0HH4157) 2> | Total extramural resourses management duties
) occupy loss than 25% of time.
Titla | Environmental Protection specialist 1| Total extramural resources management dutios

ocoupy 25% io 50% of ime. These dulies are
Indicated bolow and described in the position
description.

Seres/Grade | G5-0028-11h12 Total extramural resources management duties

2 | occupy more than 50% of timo. Thoso dutios are
] indicated below and cescribed In the position

| description.

| Orpanization | ECHU, OETPA

[When this checkiist 15 Used as an amendment 1o a positon description, the following signatures are required:
(Ll s 0
Supervisor's Signature | Date | 3% /4

Personnel Specialist’s C}'fﬁ ; Date 3}5"{!}!

;Ia-l'l 1. Contracts Managemant Duties

= ] Maoniors managemen? and performance of

| Pre-award: | | dalivery ordersiwork assignmonts aftor award

Plans Procurements Defines scopo of work for work assignmonts

Estimatna Costs Approves payment requests of ACH drawdowns

Obtains funding commistments Manages cost-reimbursement contracts

Preparns procurement requasia Revigws invalces

| Writes statements of work ; I | Inspacts and accapts delverables

Reviews statements of work I Other (listy

Processes unsolicited proposals

Hosponds 1o pre-award inguidas

Particlpales in pre-award conlerancos Close-out:

Conducts technical evaluation of proposals WWrites reports on contractor performance, costs,

Participates i debrefing/prolests and lasks performed

Other {lists} Aeconcles payments with work parformance

| Closas-out paymeonts
| Performs cost Accounting

Post-award: I Provides assistance to Contragting Oficer In

Prepares delivery eedors softiing claims

eviaws contractor work plans Drhar [li=t)

Hiviows condractor proqress reports

Meaitors povernmemt-lurnishad propery [Percentage of Time Spent on Contracls Management
| Manitors cost, management, and overall tachnical | I [

perlermance of contract after award | ? N

Continved

hY
N

===




‘ £l F!r‘l‘lé. Gr‘ﬂnlyﬂmﬂﬂﬁ EEE;EF Dutles I

| i | Advises Granis Mar. lieg of potantial
; peoblema/ssues |
Pre-applicatlonvApplication: | Participates in decisions/actions lo ensure ]
i _qv" Propares solicitation for Eigg_ll_i |_successful project completion and in decisions o :
E’( Idantifios potentlal feos for area of A , Impose sanchions
. E{_._ omphasis =+ Approves ants requests of ACH drawdowns
—~ | Makes Inftml geterminations (whether project |s ||~ | Reviews requesis for mod lications, adaitional
procurenant or assistance, whethor agency has | | funding, elc., and makes rec recommendationa o
legal authority, whelhar applicant |s eligila, | | ~ | Grants Management Ofiice
whather funding Is avadablo, olc.} =] Negotiates amendmants
/| Provides administralive Information 1o apphcants mecmuﬁwmm.ls far recipimnt
i Determnes. approprialenass of applicant's 21 contracielehange ordars LEiq}mmd only)
workplan/actitl ond complianca with Yihan nocessany, recommends termiration of tha

regulations and guidelines and negedlales changes |
|

| reTant
=~ |Aesabees wilh ﬁmn:s Managament OHscw

with applicant
v m%&ﬂnl in resolving sswos n apphcation

. pdm rstrative and lnancial issues

~__Conducts periodic reviews 1o ensure compliance

¢ _For cooporative agreemont, delerm ines substantal
eceral invelvement and dEWEIupl a condban foe

Jwiih Agreement
, Bgreemant Dither (llzt) SEES
¥ _Megotiates lavel of funding |
[ Ucts Site visits to ovaluale program mpahlu.rg.r Close-out:
. BOrVoS as iy rasource lo Selection Panal “[Ceriifins celiverables were salsiaciory and tmely
< Informs applicants of rundng declsiens ~~_Provices asssiance o reciplenis and Grants
Dther (st e ~ _ Man: 1t Ofica 16 ensure tmely close-oul
o %w'“ payment with work performed Lo
:A'Hlfr.'l i :'Lfnu:-rlﬁau:ant of close-put mquﬁ'cmnnta-
_Prepares funding package, Including Cecision [ ﬂhlalnu__gal assistance il necescary 1o resoive !
»  Memorardum . Incemplete close-put !
w_Dttains Mnmrmnmfgprprmnu ] project i audiled, responds 10 I55u0s and enawes |
-y Rovigws/concurs in complaled document recoient complies wilh audil recommendations
.|_L#__Establishes project fig CHher (ks
: Ciher (k1)
! N Percentage of Time Spanton Granis/Cooperative
St thllnlgﬂ'ﬂtnl.mdmml:'u'nthn _____Agrecments Management oo
onitors reciplent’s activites and tass e
7‘% eviews reports and coliverables and notifies 1

i reciolent of commaents \
I/ Provides technical assistance to recipients |
Part 3. Int reements Duties
Fre-Agresment: Mondors cost management and overall technical
Elnnn and neqoliates work offon sarlermanco
Estimales cosis aficipates in decisions aboul projest |
Obtains funding commAments __medifieatisntenm inatian |
Propares commiment nobee ) _ Corducts poriodic raviaw of Superiund Slalo |

pimes of reviows scope of wark

i Contracts payments rece ipts (Superfund only}

Fesponds 1o pre-agreement inquires

Inspects and aceepts dollverables

Participates in pro-agraémant conlerences

Crihar (e1]

Coordinates with appropriate stal! in developing

| Independent Government Cost Estimates (HEEs)

Closc-out:

| Negotiates and ensures execuion of Superfund

Feviews final repon

State Conlracts (Superfund only) | Docidas on dishurzement of equpment |
Puorforms technical evaluation of werk pian and Heconciles paymants with work performed i
! budgot . Roviows Suparfund State Contracts (o ensure full |
t Prepares lundng package and cilalng necassary relmbursement (Superfund only)
CONCUITENCeSs Certiies defverables e
Orthvar [list) Resolves close-out lssues with Granis fManagoment
2 _tica/athar agency i
= Cthar (i} B 1
)u_et Managemont/Administration: B
S progress repociadinancial repons ercentage of Time Spent on interagency Agreements {
L L'I'.uﬂgemml, R |
I

—
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